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OBJECTIVES

Thank you for using ClientTrack for your case management needs. DV ClientTrack is an electronic data collection
system for persons who access a variety of services for homeless clients experiencing domestic violence.
Aggregate data can be used to understand the size, characteristics, and needs of the population at the local, state,
and national levels. ClientTrack enables you to track information about client needs, goals, and service outcomes.

The content in this user manual will provide information on all the basic features of ClientTrack and detailed
guidance on your day-to-day data entry, as well as helpful case management tools to optimize your services and
time. We believe you will find this web-based case management system easy to use and essential in sharing your
impact.

In this manual, you will find the following information:

CONTACTS
e |HCDA staff list and contact information
e DV ClientTrack help desk information

SECURITY POLICIES & PROCEDURES
e Computer storage
e Username and password

OVERVIEW OF CLIENTTRACK FEATURES
e User dashboard
e Client dashboard
e Case management tools
e Household members

MANAGEMENT OF CLIENT INFORMATION AND PROGRAM ENROLLMENTS
e Intake workflow
e Services
e (Case notes
e  Update/Annual Assessment
e  Exit workflow
e Managing providers

BASIC REPORTS
e Service Summary
e Annual Performance Report (APR)
e Consolidated Annual Performance and Evaluation Report (CAPER)
e Universal Data Quality Report
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CONTACTS

STAFF

Grant O. Peters David Boltz

HMIS Manager HMIS ESG CV Data Analyst
317-232-2872 317-232-1235
Gpeters@ihcda.in.gov Dboltz@ihcda.in.gov

Lori Wood Daniella Jordan-Gonzales
HMIS/CE Trainer HMIS Data Analyst
317-234-6975 317.232.8273
lwoodl@ihcda.in.gov Djordan@ihcda.in.gov

DV CLIENTTRACK HELP DESK

If you encounter any issues with ClientTrack at any time, please contact the help desk with the email address
below. Please do not send identifying information for clients when emailing the help desk. There is a unique
client ID number assigned to each client record in the system. This number is found at the top of the client record
to the right of the client’s name and date of birth as seen outlined by the red box.
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Purple Flower SSN

8/10/1998 555-25-2525

Please only use the client ID number when emailing the help desk.

DV ClientTrack Help Desk: DVHelpDesk@ihcda.IN.gov

CLIENTTRACK ACCESS

You can access DV ClientTrack with the following link:

https://www.clienttrack.net/IDV

ClientTrack for Domestic Violence Providers
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SECURITY POLICIES & PROCEDURES

Personal Protected Information (PPI) is considered any information that could lead to individual identification of
clients you serve. Agencies participating in ClientTrack should have procedures in place for the secure storage and
disposal of hardcopy and electronic data generated from ClientTrack or created for entry into ClientTrack. PPI
should be stored in locked drawers/file cabinets and hardcopy data should be shredded before disposal. Electronic
PPl including data contained on disks, CD’s, jump drives, computer hard drives, and/or other media should be
reformatted before disposal.

PRIVACY AND CLIENT INFORMATION RESTRICTIONS

The Domestic Violence (DV) ClientTrack environment is a closed system. Client level data is only seen by your
organization and the support team.

A client can refuse data collection or data entry into DV ClientTrack, but the client should be asked. The agency
cannot determine participation on behalf of the client. No person is to be refused services regardless of their
participation in ClientTrack.

You can find Indiana’s Balance of State (BOS) security plan on the partner website, as well as other helpful forms

and resources: https://www.in.gov/ihcda/indiana-balance-of-state-continuum-of-care/hmis-clienttrack-and-dv-

clienttrack

CLIENTTRACK COMPUTERS

All computers used to access ClientTrack should be situated in secure locations. ClientTrack computers in publicly
accessible areas should be always staffed and not viewable by other individuals. All computers should be password
protected, and the password you use to log onto your computer should NOT be the same password as your
ClientTrack password, but rather a password to prevent access to the computer itself.

ClientTrack usernames and passwords are NOT to be shared with other users. Users should not keep
username/password information in a public location (i.e., sticky notes on monitors or filed under ClientTrack or
Password in a Rolodex). ClientTrack security policies require the use of strict passwords. Passwords must have:

e Atleast one number

e Between 8 and 12 characters

e At least one non-letter, non-numeric character (! #@5)

e At least one capital letter
New passwords will be required upon first login. Accounts are automatically deactivated after 30 days of inactivity
for security purposes. You will be required to change your password every 90 days for security purposes. If you
need assistance with your username and password, contact the Help Desk by emailing DVHelpDesk@ihcda.IN.gov

and someone will assist you.

LOGGING INTO THE SYSTEM

ClientTrack is a web-based application, and you will need to use an internet browser to access it. ClientTrack works
with Google Chrome, Safari, and Mozilla’s Firefox. Some older versions of these web browsers can cause unique
issues in ClientTrack. We recommend that you work with your IT personnel to ensure you have the newest version
of your web browser.
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Open your web browser (please use Chrome or Firefox) and go to https://www.clienttrack.net/IDV.

Enter your assigned “Username” and “Password” and click “Sign In.” Remember, sharing your username and
password is not permitted. Passwords are case sensitive and pop-up blockers must be turned off to access the
application. You may need to change your settings to allow for pop-ups from this site.

)f Track

eccovia

Sign in to Indiana Domestic Violence Training
User Name
Iwood1@ihcda.in.gowv

Password

OVERVIEW OF CLIENTTRACK FEATURES

USER DASHBOARD

You will be directed to your User Dashboard on the “Home” screen and notified of any important “DV News”
items IHCDA wishes to communicate (i.e., upcoming trainings, changes to the system, etc.). This is the first screen
you come to after logging into the system.

Q Search < Home / User Dashboard @ fal
Lori Wood 2020 IDVU

(I Dashboard My Fake Organization et

& Quick Services - Multiple Clients Welcome Lori Wood e X

[ Recent

— DV News
7= Files on Server

Live Training and Open Office Hours

from your adr r. Lori Wood

b ﬁ My ClientTrack

> O Project Descriptors Hello DV ClientTrack end users,

> £¥§ Global Administration

The HMIS team has several exciting updates to share regarding our
monthly live trainings and on demand trainings. Beginning 1/1/2022,
all new users will be required to go through the on-demand trainings
to initially gain access to the system, and the live monthly new user
training will be discontinued. This change is being made to give users

the basic pillars of what is required to navigate the system so live

trminimmn nmm bannmen menea mimnand mnd ananifin fa mibandanle beninine
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. .
You can access the four workspaces, “Home,” . “Clients,” E “Providers,” . and “Reports”

which provide different features for managing your cases, by clicking on the icons located on the far right of your
screen which area outlined with the red box.

.» Q search < @ 08

[0 Dasht Organization
- 4 Quick Service Welcome Grant Peters X
B 2 Re
S Faa i S DV News
w
Live Training and Open Office Hours
> ¢ My Client
> O Project b Hello DV ClientTrack end user
> 08 Global Administrat

The HMIS team has several exciting updates to share regarding our monthly live trainings and on demand trainings. Beginning 1/1/2022, all new users will be required to go through the on-
demand trainings to initially gain access to the system, and the live monthly new user training will be discontinued. This change is being made to give users the basic pillars of what is required to
navigate the system so live trainings can become more nuanced and specific to attendee’s training and reporting needs. We will now host “HMIS 201” and “DV 201" live trainings monthly which

will focus on a deeper dive into the functionality of our systems, and “HMIS/DV 301" and “CE 301"Reports trainings quarterly in 2022.
Please see the below registration information for the March 2022 HMIS Open Office Hours, DV ClientTrack 201 and First Quarter Reports training
Please register for 2022 HMIS and DV ClientTrack Open Office Hours on March 29, 2022 11:00 AM EST at:https://attendee.

DV ClientTrack 201 March 9, 2022 1:00 PM - 2:30 PM EST - https://attendee gotowebinar.com/rt/7551843202733374990

We look forward to a great year!

After clicking on the icon, you will see the four boxes (workspaces)on the lefthand side of the page labeled,
“Home,” “Clients,” “Providers” and “Reports”. You can toggle between them by clicking on the appropriate box
to take you to that section (workspace) within ClientTrack.

The “Sign Out” link is in the upper right-hand corner of the screen on your initials Please be sure to “Sign Out” any
time you need to leave your computer/workstation to ensure security of client data.

4 Home / User Dashboard Q

Lori Wood

e 2020 IDV User 3
My Fake Organization

Welcome Lori Wood Bz 3¢
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Settings >

Grant Peters
gpeters@ihcda.in.gowv
Indiana Domestic Violence Training

I Sign Out I

Workgroup

2020 1DV User =

Organization

My Fake Organization =

Location

i

On the “Home” screen there is also a list of Menu Items that give you easy access to your current case
assignments, case notes, and more under “My ClientTrack.”

Q, Search

[II] Dashboard
4 Quick Services - Multiple Clients
2 Recent

Y= Files on Server

~ ¥¥ My ClientTrack

Case Load

My Information

Recent Case Notes

My Team

Change My Password

Paused Operations

Crisis Call Summary

Crisis Call Summary (Services)
Indirect Services

Current Enrollments

WOCODDO©OE e

1/31/2023 DV ClientTrack User Manual 8



IHCDA

You can change your password with the “Change My Password” link by clicking on “My ClientTrack.” All the tools

are designed to maximize your time and grant you easy access to your cases.

Q, Search

[0 Dashboard

]

Q

a

R

"
|

uick Services - Multiple Clients

ecent

= Files on Server

|v{:r My ClientTrack I
ase Loa

My Information
Recent Case Notes

My Team

Change My Password I

B0 00 OQoee o be

Paused Operations

Crisis Call Summary

Crisis Call Summary (Services)
Indirect Services

Current Enrollments

CLIENT DASHBOARD

To access the client dashboard. Click on the “Client” E icon. The client dashboard is divided up into sections

with case management tools on the left-hand side of the record to help you easily find client information and

manage program enrollments, services, case notes, and more. Here is a review of the client dashboard:

1. Atthe very top of the client dashboard, you will see the client’s “Basic Information” and demographics.

You can find the client ID number at the top of the client dashboard, which is automatically assigned to

the record when created.

[ Clients

Client Dashboard

Purple Flower SSN Client ID

8/10/1998

Purple FI

555-25-2525 147189

ower's Dashboard

Purple Flower's Information

Name: Flower, Purple

Gender Female

Ethnicity Non-Hispanic/Non-Latin(a)

(0)(x)

1/31/2023

=] HH

Birth 8/10/1998
Date

Race Asian or Asian American, Black, African American, or African,
Pacific Islander

DV ClientTrack User Manual
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Age:

Veteran:

Native Hawaiian or

24
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2. Inthe center of the client dashboard, you will see all the client’s past and present program enrollments.
There is a blue action wheel you can click on to easily manage your program enrollment. When you click

on the three dots (action icon) ***, a drop-down list will appear where you can:

Purple's Enrollments =

1 result found.

Enrollment
Description CaseMembers  ProjectStartDate i Housing Move-InDate  Project Exit Date |} Enroll

D Exit ID  Exit Destinati Last Assessed

v Exited
v Emergency Shelter

My Fake Organization (ES-R8) 2 11/08/2022 11/09/2022 113414 113416 Staying or living with 11/9/2022
fr..

Enroliment Case
Description Members
v Exited

v Emergency Shelter

My Fake Organization 2
4 Add Household Member

&% View Case Members

"D Missed Annual/Update Assessment
Pu [# Edit Enroliment

IN Edit Project Entry Workflow

1B Edit Exit Workflow

& Re Enter the Enrollment

IB Review Entry Assessments

IE Review Exit Assessments

e Add Household Member — Use this feature if a new household member needs to be added to
the household and enrolled after an enrollment has already been established, i.e., a new baby
is born and needs to be enrolled with Mom. Make sure you’re on the head of household’s
client record when adding a family member to the enrollment.

e View Case Members — View all case members associated with the specific program
enrollment.

e Exit the Enrollment - To exit a client, select “Exit the Enrollment” and you will be prompted
through the exit workflow for the client and all household members if applicable. If you need
to only exit one household member, go to the specific household member’s client record, and
conduct the exit workflow without exiting the household.

e Edit Enrollment — Use this feature to make changes to the enrollment information.

e Edit Project Entry Workflow — Use this feature to edit the Project Entry workflow.

e Review Entry/Exit Assessments — You can review the assessments completed at entry and exit
with this feature without going through the workflow. This is helpful in completing missing
data that was not captured at those points in time.

e Update/Annual Assessment — Use this feature to update the client’s annual assessment.

Case Manager Assignments are located below the enrollments section of the client dashboard. You can manage
case assignments here by clicking on “[Client Name] Case Manager Assignments” or clicking on the little pencil
beside the case manager’s name. Clicking on the recycle bin beside a case manager’s name will delete the case

1/31/2023 DV ClientTrack User Manual 10
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manager from the client record. By clicking on the case manager assignments “Edit” icon = , you will be taken to
a screen where you can edit the status of a case manager for a specific program enrollment or add new case
managers to the client record.

Purple's Case Manager Assignments r4 -

2 results found.

All Associated

Case Manager Begin Date |3 Status End Date Enrollment Enrollments
= ] Grant Peters 11/09/2022 Inactive 11/09/2022 My Fake Organization (ES-R8)
= & Lori Wood 11/09/2022 Inactive 11/09/2022 My Fake Organization (ES-R8) @
Tiffany's Services o
Assessment D & Datew Senice Units $Total & Orgenization

3. Services associated with a specific program enrollment will be listed at the bottom of the client
dashboard. You can manage your client services by clicking on the “Client Enrollments and Client
Services” option in the left-hand menu then clicking on “Services”.

Purple's Services =

2 results found.

Assessment D Date ! Service Units $Total Organization
v November 2022 (2 Services)

= ] 113414 11/09/2022 Transportation 1.00 $0.00 My Fake Organization

= 5 113414 11/09/2022 Case Management 0.50 $0.00 My Fake Organization

CASE MANAGEMENT TOOLS

On the “Client Dashboard” you will find a list of menu items on the left-hand side of the screen. The following
information outlines features, and tools found on the client dashboard. To access some of these features you
must click on the menu option and additional functions will appear below the heading.

Client Dashboard — The overview of the client record

Find Client — To search for a client in the system by first and last name, date of birth, social security number, client
ID number, etc.

Intake — To enroll a client in your program.
COVID-19 Intake — To screen the client for COVID-19 symptoms or sickness.

COVID-19 Vaccine Intake — To document the client’s COVID-19 vaccine status.

1/31/2023 DV ClientTrack User Manual 11
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Q search Client Profile Tab Functions

Add Crisis Call Client — To add Basic Client information for a Crisis Call Client

Edit Client — To edit basic client information like address, date of birth, social
security number, disabling condition, veteran status, etc. There are more helpful
tools under “Edit Client” that are available for you to use depending on your
agency’s needs and requirements.

Crimes — To review all Crimes Assessments completed during the Intake workflow.

Protection Orders — To document and manage Protection Orders for the client.

[CC TN

i}

Address History — To document and manage past address history for the client.

5 0

¥
o

Alias History — To document and manage previous names (nickname, maiden,

COVID-19 Sereening
COVID-19 Vaceines etC.,).

Family Members

Case Managers — To change or edit the case manager assignment.

ﬁiﬁl;‘uj

I}

L

Case Notes — To create, edit and view case notes.

B0

Veteran Informatio Client Files — Use this feature to upload copies of client documentation such as

T3 Paused Workflows

identification, birth certificate, social security card, protective orders, and other
legal documents.

COVID-19 Screening — Use this feature to review the client’s previous COVID-19 Screening assessments OR to “Add
a New Screening”

COVID-19 Vaccines — Use this feature to review the client’s previous COVID-19 Vaccine assessments OR to “Add
New Vaccine Assessment”

Family Members — To review household members.

Interested Others — Use this feature to enter information on individuals or agencies involved with the client’s
situation such as physicians, case workers, children’s teacher, etc.

Living Situation — To document any change in the client’s living situation.
Notifications — Use this feature to Add New Notifications/Alerts to the client record.
Goals — This feature allows you to add and track client goals.

Photo - Allows you to upload a client photo to the client DV ClientTrack record.
Veteran Information — To document the client’s Branch and Discharge Status.

Paused Workflows — This feature displays your paused workflows.

1/31/2023 DV ClientTrack User Manual 12
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HOUSEHOLD MEMBERS

You can view household members and their client dashboards by clicking the ”Expand"Eicon located to the

right of the Client ID# as seen below.

£ Clients / Purple Flower's Dashboard

Purple Flower SSN

Client ID

8/10/1998 555-25-2525 147189

Clients / Purple Flower's Dashboard

Name
Purple Flower

Birth Date
8/10/1998

SSN
555-25-2525

Client ID
147189

Little Flower

) Case Notes

Purple Flower
Age 24 Self

(*) Case Notes

Age 3 Daughter

You can click on the names of the household members to go directly to his/her client record. You can also use the

“Case Notes” link in this window to add new case notes.

1/31/2023
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NOTIFICATIONS

The “Notifications” feature in HMIS and DV ClientTrack can be used to set up “Notifications and “Reminder
Alerts” in a client’s file OR under your user profile in HMIS or DV ClientTrack OR both. This function is especially
helpful for assisting agencies with the timely completion of “Annual Assessments” and can also be used for setting
up other reminders for case management meetings, groups, and appointments for the client.

“An Income and Sources Assessment must be created as part of an Annual Assessment for clients participating in a
project one year or more, even if there is no change in either the income or sources. 'Information Date' for those
records must reflect the date of the data collection, which must be no more than 30 days before or after the
anniversary of the head of household's Project Start Date. Annual assessments are based solely on the head of
household's anniversary date. The annual assessment must include updating both the head of household's record
and any other family members at the same time. If a client's income information was recorded incorrectly at project
start, update, assessment, or exit, correct the existing record, rather than adding an “update” record.” (2022 HMIS
Data Standards page 112)

To create a “Notification/Alert” in a client’s file go to the client’s dashboard. Setting up a “Notification/Alert” in
a client’s file means the “Notification/Alert” will only be visible when you are logged in to that specific client’s
record.

Q Search <

456-78-3920 1048323
Marta Merkel's Dashboard

Marta Merkel's Information

Name Birth 9
Date
Gender
Ethnicity Non: besg Non-Latinda Race Black, African Amerncan, of A Native Hawaiian or Pacif
=) | Jor. Wh
Marta's Enroliments

Enroliment Case Project Start Housing Project Exit Envolt Exit Exit
Description Mombers  Dato Move-in Date  Date il Assossment 1D Assessmont 1D Destination

v Coordinsted Entry

My Fake Organization 1 110772022 197182
Coordinated Entry (R1a)

1. Next, click on the “Bell” icon located to the right of the Client ID# at the top of the page
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£ Clients / Client Dashboard

Marta Merkel Social Security Number Client ID I
-d

7/28/1989 456-78-3920 1048323

Marta Merkel's Dashboard

2. A window will appear as seen in the screenshot below.

Clients Notifications 0. <+ ®

3. Click on (+) for Add Notification
4. An additional window will appear as seen in the screenshot below.

Add Notification — = B

MNotification < B

) oo

Notification Type:* O Violence
O No Contact

® Information

Priority:* (O High

& Medium
O Low
Begin Date: MSOT 2022 AM
End Date: MM/ DDSYYYY A

Status: * Acknowledged -~

Schedule Setup

Use the fields below to determine when to show the notification. If you check Show Reminder,
you'll be alerted with a popup window the specified length of time before it starts.

Schedule(s) [

1/31/2023 DV ClientTrack User Manual 15
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In the “Message” field, type the title of the “Notification” (Annual Assessment, etc.)

Select the “Notification Type” (Violence, No Contact or Information)

Select the “Priority” from the drop-down menu (High, Medium, or Low)

Type in the “Begin Date” and time (AM or PM) then type in the “End Date” and time (AM or PM) The
“Begin Date” should be the date you would like for the system to begin sending you alerts on the
Notification. For example, a “Notification/Alert” for an “Annual Assessment” should have a “Begin Date”
of 30 days prior to the client’s 12-month anniversary of the client’s “Project Start Date”. The “End Date”
for the “Notification/Alert” should be 30 days following the 12-month anniversary of the client’s “Project
Start Date”. Please remember to allow for months with 30, 31 or 28/29 days when calculating this 60-day
HUD required time frame for completing the “Annual Assessment”.

© N o w

The HMIS Data Quality Plan encourages sub-recipients to complete the required “Annual Assessment” using a 30-
day window. This will ensure the assessment is completed within the HUD required 60-day window. This change
was implemented due to the 60-day calculation errors when the window has both 30- and 31-day months. (Along
with February which may have 28 or 29 days depending on Leap Year) By implementing a 30-day window for
completing the required “Annual Assessment”, sub-recipients will know they have met the HUD required
timeframe for the Annual Assessment. If you have questions regarding the HMIS Data Quality Plan, please email
your respective helpdesk for assistance.

9. Select the “Status” from the drop-down menu (New/Pending, Acknowledged, Complete, or Canceled)
Always select “New/Pending” when setting up a new “Notification/Alert”.

-
Acdd Notification — = =
Notification « &

i [ '3 - Aaw wial Anne t
|
~ i » r Ty - v ' al
No Caontact
- inforrmatio
¥ rity=* @ Hig!
Moclivry
Low 1
(=} ir Jat ) g 20235 — o800 e
End date O L) 23 =1 o OO0 AM 1
hedule Setup
J tr fields ! 4 Geterrmir o t n v th wiificatio IfT you = S5 ~ »or ,
O rted with a ¢ DuUR window the sp e length f tiry 5 Lt star '_
n <) 1
|
@ Save C i

10. Next, scroll down to the “Schedule Setup” section of the pop-up box and click the “Schedule(s)”
checkbox.

11. The “Alert” will begin popping up on the client’s record on the “Begin Date” you previously entered. You
can change the time in the “Alert” fields along with the “Duration” of the “Alert” field.

12. Click the “Show Reminder” drop-down to select how often you would like the “Alert” to pop-up on your
screen.

13. Click “SAVE” in the bottom right corner of the window.
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Schedule Setup

Use the fields below to determine when to show the notification. If you check Show Reminder,
you'll be alerted with a popup window the specified length of time before it starts.

Schedule(s)
Time: 05/15/2023 09:30 AM to 10:00 AM Duration: 30 minutes x
Show Reminder: 0.5 hours ~
A = = e
-+ Notification / Alert ~ O 85 =2 e
d
- e u
Priority: » High ~
Begin Date: 05/15/2023 (51 08:00 ap,
End Date: 07/14/2023 [E) 0500 5
Status: > New/Pending -~
S minutes
L 10 minutes -
15 minutes
Alert Setup 30 minutes
Use the Nelds below to determine wil 2 hours |Ation. IT you check Show
Reminder, the alert will open a popull 4 hours length of time before the
schedule begins 8 hours :
0.5 days S
1 day B
Alert(s) 2 days
{3 days g
Time; 05/15/2023 |3 || 08:00 & 4 gays on: 30 minutes
[ 1 week '
2weeks
Show Reminder: :
= cance
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i MNotification < =
| ]
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Schedul Setup R .
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You have successfully added a “Notification/Alert” in the CLIENT’S HMIS or DV ClientTrack file. The system will
begin displaying a reminder alert (window) on the “Begin Date” entered for the Notification.

To create a “Notification/Alert” under your user profile, go to the upper right corner of the screen.

» EX O[]

& &  Welcome David Boltz

Creating the “Notification/Alert” under your user profile will ensure the “Notification/Alert” appears as a
reminder no matter what Client record you are working in or viewing in the system. Whereas, creating the
“Notification/Alert” under the Client’s record will only allow the reminder to appear when you are logged into
that specific Client’s record. We recommend setting up the "Notification/Alert" under both the Client's record
AND your user profile.

1. Next, click on the “Bell” icon located upper right corner of the screen to the right of your initials as
displayed below.

O[]

2. A window will appear as seen in the screenshot below.
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Your Notifications Q X
3. Click on “+” to Add Notification

4. An additional window will appear as seen in the following screenshot.

Add Notifoation - - o

Notification e

MOttataon Ty *

Bog i Date Worrzoz: ‘1 e | e
Erv Do sroasvvyy | 68 | a0

SLawtiase * ALKNUWISAeD

Schedule Setup

ose Trui flaicln Dmid (e 100 Gherbam Toveme Wil i sPuowe Thee NOTIMOMTI IO BT yons GTaah SIony Musm iy

WOLO N B b Lo sl & SO@gs wirndow e sescifag Menghn af Tire Delore 8 sleste

S twinctabels) |

5. Inthe “Message” field, type the title of the “Notification” (Annual Assessment Client ID#1234567, etc.)
Be sure to include the Client ID# for the Annual Assessment in the “Message” field.

6. Select the “Notification Type” (Violence, No Contact or Information)

Select the “Priority” from the drop-down menu (High, Medium, or Low)

8. Type in the “Begin Date” and time (AM or PM) then type in the “End Date” and time (AM or PM) The
“Begin Date” should be the date you would like for the system to begin sending you alerts on the
Notification. For example, a “Notification/Alert” for an “Annual Assessment” should have a “Begin Date”
of 30 days prior to the client’s 12-month anniversary of the client’s “Project Start Date”. The “End Date”
for the “Notification/Alert” should be 30 days following the 12-month anniversary of the client’s “Project
Start Date”. Please remember to allow for months with 30, 31 or 28/29 days when calculating this 60-day
HUD required time frame for completing the “Annual Assessment”.

N

The HMIS Data Quality Plan encourages sub-recipients to complete the required “Annual Assessment” using a 30-
day window. This will ensure the assessment is completed within the HUD required 60-day window. This change
was implemented due to the 60-day calculation errors when the window has both 30- and 31-day months. (Along
with February which may have 28 or 29 days depending on Leap Year) By implementing a 30-day window for
completing the required “Annual Assessment”, sub-recipients will know they have met the HUD required
timeframe for the Annual Assessment. If you have questions regarding the HMIS Data Quality Plan, please email
your respective helpdesk for assistance.
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9. e Select the “Status” from the drop-down menu (New/Pending, Acknowledged, Complete, or Canceled)
Always select “New/Pending” when setting up a new “Notification/Alert”.

Add Notthication -— e [ = )

Notification o
-~ '

10. Next, scroll down to the “Schedule Setup” section of the pop-up box and click the “Schedule(s)”
checkbox.

11. The “Alert” will begin popping up on the client’s record on the “Begin Date” you previously entered. You
can change the time in the “Alert” fields along with the “Duration” of the “Alert” field.

12. Click the “Show Reminder” drop-down to select how often you would like the “Alert” to pop-up on your
screen.

13. Click “SAVE” in the bottom right corner of the window.
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Use the helds below to determine when to show the notification. If you check Show Reminder,

you'll be alerted with a popup window the specified length of time before it starts

Schedule(s)
Time: 05/15/2023 =3

BN

Show Reminder:

Aod Notification

Notification

- L
Begin Date
Ervat Doty
Tt
Saohadula Setup
Jue the fisids below to duterm
' » o N & PoOPUD W
e B2
Tirr )G/ 02 ™M
-+
¥ - <

09:30AM to

10,50 2

10:00 AM

0.5 hours

™ Intorrnatios
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LS Tiv
L
e
O e
or 2O AMa
" Y
02 50) oy < 10 Ana
- 1 o
"n
4 honar
' '
f yo
2 da M yous
bafo
v
2 Adayn
4
D davn Welon
1 Wk
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Duration:

20 minutes

- - 2
“
v Revrrritecd
0 >
S “ave L
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You have successfully added a “Notification/Alert” under your USER profile in HMIS or DV ClientTrack file. The

system will begin displaying a reminder alert (window) on the “Begin Date” entered for the Notification.

MANAGING CLIENT INFORMATION AND PROGRAM ENROLLMENTS

FINDING A CLIENT IN THE SYSTEM

Before entering a client into the system as a new client, you should always conduct a search for the client to see if

there is an existing client record in the system. To search for a client, go to the “Clients” screen and click on “Find

Client” in the upper left-hand corner of the screen outlined in red below.
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< « t ClantTrmck Form @ 2 =

Marta Marked >cind Sac Zhanrt 1D

/20/1989 456‘78—3920 1048323 2 -
Find Client 20

"
e

Use the section criteria below to find your client. To narrow the seacch, 88 in
more than ane criteria. Social Security Number ana Birth Date are the best

1 Vaccine Intake ficits to narrow yous search.

covio
First Name

Clhent Profise

Last Name

Muddie Name:
Othor Azsossrnants

Full Name (Last. First)

]

> O Common Chant Anse ATWOts
=
o

Client Ervolimaent and Clinnt
Sorvioes ~
Sacsal Security Number:

Birtn Date PR WV YYYY ()

Client 1D o

It is imperative you do not enter a duplicate client record into the system to ensure the accuracy and overall
quality of the data. To speed the search process and reduce the chance for input error, input as few characters as
possible in the criteria fields. You may search for a client by entering the following:

e  First two or three letters of the client first/last name (use as few letters as possible of the first and last

name to conduct a thorough search)

e Social Security Number

e  Birth Date

e (Client ID Number

It is important to try different options for your search. Again, it is best to ONLY enter the first few letters of the
first/last name and not rely solely on a social security number or birth date, as those elements have a higher rate
of missing or inaccurate data. Another option for searching is to search different spellings of the client’s name
remembering to search for nicknames such as “Joe” in addition to “Joseph” or “Jen” in addition to “Jennifer.”

If the client is already in the system, highlight the client’s name in the search results and click on the Client Name to
select that record. The selected client’s information will be displayed at the top of the screen and all information
entered from this point forward while on the client’s dashboard will be associated with the currently selected
client.

IHCDA works to eliminate duplicate records in ClientTrack. Please contact the DV Help Desk by emailing
DVHelpDesk@ihcda.IN.gov with clients who have multiple records in the system. When sending a notification

of duplicates or any information regarding clients to the Help Desk, please ONLY send Client ID numbers. Client
ID numbers are found at the top of the record to the right of the client’s name and date of birth.
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Find Client «

Farst Marne Laant Narve Sttt e Pemivier S5 Bt Date Clemevt 1D 22

(AT PO mE W B OIS 2B VIO T N "

After selecting the client in the search list and going to the client’s dashboard, if the client’s basic information has
changed, click on the “Client Profile” link in the list of menu options found on the left-hand side of the screen then click
“Edit Client” to make any necessary changes to the client demographic information (i.e., birth date, ethnicity, name
change, etc.). **Please note that the “Save” button will save the changes made to the screen and leave you on
the same page. The “Save & Close” button will save the changes you have made to the screen and move you to
the next one.

ADDING A NEW CLIENT WITH A PROGRAM ENROLLMENT

ClientTrack utilizes a specific workflow to step you through the process of completing all required assessments at
entry and discharge. The workflow is easy to use, and it automatically prompts you for the necessary information.

After conducting a search for the client in the system to ensure an existing client record did not already exist, you
can add a new client record by selecting “Intake” in the upper left-hand corner of the screen found under “Find
Client” outlined in red above. Then choose “Add New Client” when prompted as seen below.

Q Search < o o

Intake (2298) = e e 456-78-3920 1 fs m

= Acdd or Bt

T3 inmtake

—

Add or Edit

" - . Do you want to add a new client or use the selected
client?

Enter your client’s first and last name and click “Next.” If a duplicate client already exists and was not identified
during the client search the first time, a warning in red letters will be displayed. It is very important to review the
displayed list. If the client is already in the system, click the client’s name to select the existing client record. If
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the client you are entering is a new client, do not select a client in the displayed list, click “Next” to proceed with
the intake process.

Client Information « -3

o E=SS),

Add the client’s basic information including date of birth, social security number, demographics, disabling
condition, Veteran status, and address. Click “Finish” when the client’s basic information is complete. Please note
that all the data elements are self-declared by the client and not attributed by the case manager or data entry
personnel. The option “Data Not Collected” indicates that the question was not asked of the client and will
report as missing on reports. Please do not make up information or answer for the client. All data fields marked
with a red * are required fields.

555-55-5555

Client Information « B
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Chent information o

o

—

e  First Name - Legal first name (do not add nicknames in “quotes” because those are not searchable
elements).

e Last Name - Legal last name.

e Name Quality — Describes the quality of the name reported by the client. Options are: Full name reported,
Partial, street name, or code name reported, Client doesn’t know, Client refused, or Data not collected.

e Social Security Number (SSN) — If the client doesn’t know or refuses to provide their SSN, DO NOT under
any circumstance enter a fake social security number such as 123-45-6789, 999-99-9999 or XXX-XX-XXXX.
Select the data quality option that best reflects the client’s response. Please note that “Data not
collected” means that the question was not asked of the client and will report as missing on the APR. If the
client doesn’t know, the best selection is “Client doesn’t know.”

e SSN Quality — Pre-filled by the system based on the data entered in the Social Security Number field.

e Alternate Reference ID — This field is used for assigning clients an AR ID when the client chooses to enter
the Coordinated Entry System anonymously.

e Birth Date — Month, day, and year the client was born. Again, do not make up a birth date. Choose the
appropriate data quality option that best reflects the client’s response.

e Client Age — Pre-filled by the system based on the data entered in the Birth Date field.

o Date of Birth Quality — Pre-filled by the system based on the data entered in the Birth Date field.

e Ethnicity — Hispanic/Latin(a)(o)(x), Non-Hispanic/Latin(a)(o)(x)

e Race — A person can identify with multiple races, and this is a multi-select box that allows for multiple
races to be checked at once.

e Gender — Select the gender with which the client identifies. Click on all that apply. Female, Male, A gender
other than singularly female or male (e.g., non-binary, genderfluid, agender, culturally specific gender),
Transgender, Questioning.
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e \eteran Status — Select the appropriate response as reported by the client. If you select “Yes” for Veteran
Status here, you will be prompted in the workflow to complete the Veterans Assessment.

e Address — Add the address where the client currently resides (emergency shelter, etc.). If the client enters
emergency shelter, you should use their previous address.

e Family — Do NOT enter anything in the “Family” field. ClientTrack will create a household/family account
automatically.

e Relationship to Head of Household — When entering the first client in the household, the system will
default to “Self” It is imperative this information is entered correctly for ALL household members.
Otherwise, your reports will not accurately reflect the clients and household make-up.

ADDING HOUSEHOLD MEMBERS

Next you will be prompted to add additional household members to include for the program enrollment or
services. To add household members, click on the empty box and complete the row of information (name, birth
date, etc.) for the new household member(s). You can tab through the fields to complete the required information
and add any number of household members at this time by repeating these steps.

Q >
intake (2298) 3 555-55-5555 1048340 .
= Family Members
= -
(=) Farmily Members
4
n X

Firat Made Last
Name® Namo Narme® St Narme Ouality*

Shining

The system will automatically conduct a search for the new household member after you enter the first and last
name. If the new household member is already in the system, click on the appropriate name in the search list that
appears in the new window to attach the existing client record to the household. If the household member is a
new client, click on “Cancel” in the search window and proceed entering the new household’s information in the
required data fields.

1/31/2023 DV ClientTrack User Manual 26



IHCDA

Find Client L 7]
hsa thia Saothon oriberis bolow Lo find vour sk T WRITo tha saasch, § n more tha " ti 3. ol
Bacurity Mumber sr-d Birth Dets oo e Dest Sekds b T Crve

First Hama 1
La ]
F 1 La F
L M r
I K | ""l
tiD ﬂ
|
First Nama Lawt Marmsy MMisdls Nams SaM Birth Date Colbarvt 1D 1 2

Click “Save & Close” when finished adding household members.

PROGRAM ENROLLMENT

Programs vary in their data requirements and ClientTrack will prompt you through the workflow to collect all of the
required HUD data elements for your specific program. Please note that all fields with an asterisk * are required
data fields and you will not be able to proceed in the workflow until all of the required information is completed.

Select your “Program” with the drop down box and then select which household members to enroll by clicking on
the empty box beside the client(s) name. If a check mark appears by a client name on the program enrollment
screen (as seen below), the client will be enrolled in your program. You can de-select a client by clicking on the
check mark beside his/her name again to remove the check mark and ensure the client is not enrolled.

/as2000  555-55-5565 1048340 o =
HUD Program Enrollment < @

The Project Start Date s

Streot Outreach projects

ate t clior

ing Rapid Re-Housing - It is the date
ollowing factars Nave been met
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& save

Remember to change the Enroliment Date if you are back dating the information. To ensure accurate data

quality, enter all client data in a timely manner. If you do not find your program option when enrolling a client,

cancel the workflow by clicking the black “X” in the workflow screen found in the upper left-hand corner and
please notify IHCDA immediately at DVHelpDesk@ihcda.IN.gov. Program information must be set up in the

system before you can begin to enroll clients.

HMIS UNIVERSAL DATA ASSESSMENT FOR INTAKE WORKFLOW

Complete all the required data fields indicated by an asterisk * and click “Save” to continue.

55

5-55-5555 1048340

Universal Data Assessment
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555-55-5555 1048340

Universal Data Assessment

Universal Data Assessment ©

Medicaa 2

e Assessment Date — Date the assessment was completed with the client (field will auto-fill with today’s
date).

e Assessment Type — Defaulted and cannot be changed during the workflow. If you notice that you're
completing the incorrect assessment, contact the DV Help Desk where you will be assisted.

e Assessor — Case manager completing the assessment and who will automatically be assigned to all case
members.

e  Program — Defaulted and cannot be changed during the workflow. If you notice the “Program” is
incorrect, please contact the DV Help Desk for assistance.

e Disabling Condition - Select the appropriate response as reported by the client. Please note that if the
client reports at least one barrier on the Barriers Assessment, then the disabling condition status should be
“Yes.” You can update the disabling condition by clicking on the “Edit Client” link.

1/31/2023 DV ClientTrack User Manual 29



IHCDA

e Client Location — Defaulted information that is set up with your program in the system. If this information
is missing when completing an assessment, please contact the DV Help Desk.

e  Prior Living Situation - — Identify where the client was staying on the night before the client is enrolled in
your program. The built-in logic will prompt you for more data depending on the selection made for this
question. Those additional data elements are the following:

o Length of stay in the prior living situation — Identify the length of stay for the residence prior to
program entry.
Approximate date homelessness started
Regardless of where they stayed last night — Number of times the client has been on the
streets, in ES, or SH in the past three years including today

o Total number of months homeless on the street, in ES, or SH in the past three years - Data in
this section are used along with disabling condition to determine whether a client is chronically
homeless. HUD strongly encourages DV users to just ask the client for the information and record
the client’s answer. Attempting to tie each individual response with definitions or documentation
requirement is not the attempt of this question.

e Health Insurance Assessment — Complete the required information pertaining to the client’s insurance status.
If a client’s health insurance status has changed, change the status of the type of insurance to “No” and then
add an end date. Then you can change the Health Insurance status to “No” and click “Save” to continue. If the
client answers “Yes” to “Covered by Health Insurance”, a corresponding “Type” must be selected from the list
provided. (The red box is referenced on page 27 under the heading “Pausing a Workflow”)

HMIS BARRIERS ASSESSMENT FOR INTAKE WORKFLOW

To select a barrier, click on the drop-down box for “Barrier Present” and change the status to “Yes” for each
barrier the clients disclose having, then complete any required fields that appear after selecting that specific
barrier. If the client has no barriers, you must select “No” in the “Barrier Present” column for each Barrier listed on
the assessment. Please note that the date identified is the program enroliment date — the date the client presents
to you and qualifies for entry in the program. It is important to keep in mind that clients must have at least one
barrier to be eligible for some programs (such as Permanent Supportive Housing)

Barriors >

0

e opgae
\

\
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If no barriers are present at enrollment, select all barriers and leave the “Barrier Present” status as “No” and click
“Save & Close.”

DOMESTIC VIOLENCE (DV) ASSESSMENT FOR INTAKE WORKFLOW

Complete the required information for the Domestic Violence Assessment. Please note that if domestic
violence is reported and you select “Yes” for “Domestic Violence Experience,” you will be prompted for more
information. Click “Save” to continue through the workflow.

555-55-5555 1048340 8 @ |
Domestic Violence Assessment o
If the client has been a victim of domestic violence, select Yes for Domestic Violence Experience. and select when the experience occurred

Default Client’s Last Assessment @

DOMESTIC VIOLENCE CRIMES ASSESSMENT

Complete the required information for the Crimes Assessment. “Abuser” name and information will be added
on this assessment. You can search for a name by clicking on the small spy glass icon field outlined in red below.

Domestic Violence Crime

To add or edit a domestic violence crime for which the current client is identified as the victim, enter an Incident Date. Select an Offender using the lockup; Offender’s Birth Date will display. Select
a Relationship to Victim for the offender. Select the Grime and Amended Charge if applicable. Select a VOGA Victimization Category for VOCA reporting. Check Primary Victimization if this is the
primary charge for this client on the incident date. Select a Status and Court Case if applicable. Enter any Comments.

Assessment Active

Incident Date:*  11/08/2022
Abuser:*  Flower, Gray |

Offender Birth Date: 4/4/1995 12:00:00 AM
Relatienship to Victim: Spouse/Former Spouse ~
Household: Household Member ~
Crime:*  Domestic Violence ~
VOCA Victimization Category:*  D. Domestic Violence ~

Primary Victimization:
Repeat Victim:*  Yes -~

Comments:

=3 e
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Search ¢ |

Find Offender < @

Use this form to search to find the offender for this crime. You can use the following fields to narrow the result

set of the search.
-+ Add New

Last Name Flower
First Name: Gray

Birth Date: MM DDA Y Y Y |

Q, Search

Cancel

A new window will appear when you click on the spy glass where you can search for an existing name in the
system. If a name is already in the system, select that name in the search list to add the person to the Crimes
Assessment as the “Abuser.” If the individual is not in the system, you can add a new name by clicking on the
“Add New” button. Complete the individual’s information and click “Save.”

Add New L 3 |

Add Offender < @

Add Offender

Last Name: ™ Felix
First Name: ™ Flower
Middle Name:
Date of Birth: 05/02/1989 |

History of Violence:

After you have added the “Abuser” to the Crimes Assessment and completed all the required information, click
“Save” to continue in the workflow.
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INCOME AND SOURCES, NON-CASH BENEFITS FOR INTAKE WORKFLOW

Complete the status for “Income from Any Source” and “Non-Cash Benefits from Any Source” with the provided
drop down lists. If the status for either of these financial sources is “Yes,” you will be required to select a
corresponding “Type” (definitions below) of income/benefit and the amount (monthly amount) with the list that
appears below the status after selecting “Yes.” Please note that Non-Cash Benefits will appear below Income, and
you will need to scroll down to input that information. Also input any income a child may receive (i.e., SSDI) on
the head of household’s income/benefits information. You will not complete a Financial Assessment for children

in the household.

Income and Sources, Non-Cash Benefits <
o
1048540
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e Earned Income — Employment income

e  Private Disability Insurance

e Unemployment Insurance — Unemployment benefits from the State

e Worker’s Compensation — Income for an individual who has been injured on the job

e  Pension from Former Job — Income from a private employer or military retirement pay

e  Supplemental Security Income — A federal program providing additional income for older and
disabled individuals with little to no income stream

e Social Security Disability Income — A monthly compensation to individuals who can no longer work
due to their medical conditions

e Retirement Income from Social Security— Income payment provided by government for individuals
who qualify

e Alimony or other spousal support — Income received for spousal/partner support

e Veteran’s Disability Payment — A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty

e \Veteran’s Pension — a benefit paid to a veteran by the Veteran’s Administration upon retirement

e Temporary Assistance for Needy Families (TANF)

e  Child Support — Income received from one parent to another to care for children

e  Other Income — Any income not previously listed.

e Supplemental Nutrition Assistance Program (SNAP) (Food Stamps) — Monthly payments issued by
the government to persons with low income that can be redeemed for food at stores.

e Special Supplemental Nutrition Program for Women, Infants and Children (WIC) — A program geared
toward supplying nutritional food for at risk pregnant women and their families.

e  TANF Child Care Services — Childcare funding assistance

o TANF Transportation Services — Transportation funding assistance

e Other TANF Funded Services

e Other Source — Any source not previously listed above.

Type Tt Dot Arvepart
Food Stamps Money Tor feod on erefis cerd

Special Supplemental Mutrition Progrem for Worman, infants, and Children

TANF CRild Care Sarvice

TAKF Transportation Sereices.
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TRANSPORTATION ASSESSMENT FOR INTAKE WORKFLOW

Complete the Transportation Assessment and click “Save” to continue in the workflow. This assessment is not
required, and you may “Skip” the assessment if your agency does not utilize this assessment.

655-25-2525 147189

Transportation Assessment

Dofouit Cllent's Last Asseasmant @

LEGAL ASSESSMENT FOR INTAKE WORKFLOW

Complete the Legal Assessment and click “Save” to continue in the workflow. This assessment is not required, and
you may “Skip” the assessment if your agency does not utilize this assessment.

666-26-2625 147189 S
Legal Assessment
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DV UNIVERSAL DATA ASSESSMENT FOR CHILD AT INTAKE

Complete the required data elements for the child on the DV Universal Data Assessment. Click “Save” when

finished with the assessment to continue in the workflow.

222222222 10483481

Urniversal Data Ascocsment
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BARRIERS ASSESSMENT FOR CHILD AT INTAKE

Complete any barrier information for the child you are enrolling.

the barriers and leave the “Barriers Present” status as “No” and click “Save & Close.”
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If no barriers are present at enrollment, select all
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COMPLETING THE INTAKE WORKFLOW

Once you have completed the required entry assessments for your client and household members, you will be
prompted to “Finish” the workflow. If the workflow is complete, then click “Finish.” You will then be directed back
to the head of household’s client dashboard, and you can see the new enrollment under “Enrollments” on the

client record.

You're donel
Al realmaad Aha e Pl Dae coregieton

If you need to go back and change information entered in the workflow prior to finishing, you can click on the
specific section of the workflow you wish to return to in the workflow window that appears on the left-hand side of
the client record. Clicking on the link beside the green dot will take you to that specific section of the workflow
where you can edit information.

PAUSING A WORKFLOW

You may also “Pause” a workflow by clicking on the pause button located in upper right-hand corner of the
workflow window beside the black “X” (as seen on page 20 in the red box with the red arrow). The black “X” will
delete the workflow. The pause feature will allow you to pause the workflow at any time so you can return to it
later.

Marta Merke

Intake (2298) =

@ Basic Client

S dordiin Client Information

Search Existing Clients o
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To resume a paused workflow, click on “Paused Workflows” at the bottom of the list of case management tools
located on the left-hand side of the client record. Then click on the blue action wheel beside your paused workflow
to select “Resume” in the drop down. This will take you back to where you paused the workflow, and you can finish

your program enrollment.
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ADDING SERVICES

After completing an enrollment for a client, you can document services associated with the program enrollment
with the “Client Enrollments and Client Services” link located in the list of case management tools on the left-hand
side of the client record. After clicking on “Client Enrollments and Client Services” the menu will expand. Next

click on “Services” and this will open the Services window where you can “Add New Service”

Q, Search £
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Client Services
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You will see the Services home screen where you select the enrollment associated with the service and the service
provided. You can also enter units and dollar amounts (1.00 unit = one hour of case management or a bus pass) to
track costs. The comments section can be used for reminders; however, this is not for writing case notes. Case
Notes will be covered later in the manual. Please note that services can be tailored to your organization’s needs. If
a service does not appear in your agency’s options, contact the help desk (DVhelpdesk@ihcda.IN.gov) for

assistance.

Green Ranger A B
2/3/1986 123-45-6789 147185

Service < @

Enter the information about the service provided to the client below.
Family Income: +

No Recent Income

Family Members 1

Poverty Level $1132.50
Enrollment:*  10/25/2022 - My Fake Organization (ES-R8) ~
Grant:* My Fake Organization ES v
Service :*  Case Management v Location My Fake Organization v
Related Crime/Victimization: --SELECT-- v @

Date:*  12/07/2022 ‘

Units:*  1.00
Unit Value:*  $0.00
Total: $0.00
User Performing the Service: Lori Wood E|

Comments:

When you are finished documenting a service, click on the “Save” button and you will be taken back to the Services
home screen where you can edit or delete a service you created. Case Notes

ADDING CASE NOTES

Timely and robust case notes assist you and other case managers at your organization in serving your clients. Itis
extremely important that meetings, calls, services, and other relevant information regarding your client are
properly documented in case notes.

To add case notes, click on the “Client Profile” tab in the list of case management tools on the left-hand side of the
screen. Click on the “Case Notes” feature beneath the “Client Profile” tab on the left-hand side of the screen. Next,
click the “Add New” button on the upper right-hand side of the screen. Any case notes created for a client are
restricted to case managers within your organization. No one outside of your agency can view your case notes.
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Once a case note is created, it will appear in a list of case notes on the Case Notes home screen. You can use the
three dots m beside the case note to:

555-55-5555 1048340 . 8| =
Client Case Hotes

P vl s Casa nale hes Lory desplays Below. To Oraate & Sew case note chch Agd Hew Case Noba. T2 virw o @383 case nele. cho Edit Case
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e View Case Note
e Edit Case Note
e Delete Case Note

555-55-56555 1048340
Client Case Nokes 7]
b A Masw Cada Nobe. 7
Hiot
Date |} Rusgarding Usar (rganization
230 Comphted Iniaks L Woed

You can also select case notes to print by clicking on the “Print” box located in the far column and clicking

on the “Print Selected” button beside the “Add New” button. This will print all the “checked” case notes.

UPDATE/ANNUAL ASSESSMENT

The most common data quality error, and data element with the highest error rate across the different project
types, is Income and Sources at Annual Assessment. This How to guide will help you know how to identify this
issue and correct it. You can also visit the HMIS Manual to review how to properly enter annual assessments thus
avoiding this data quality data in the future.”

First, you need to know that, according to the 2022 HMIS Data Standards on page 15, “— Data elements required

for collection at annual assessment must be entered with an Information Date of no more than 30 days before or
after the anniversary of the head of household’s Project Start Date, regardless of the date of the most recent
‘update’ or any other ‘annual assessment’. Information must be accurate as of the Information Date. The data
collection stage may not be inferred from the Information Date, although the field must have an Information Date
recorded with it. To be considered reportable to HUD as an annual assessment, data must be stored with a Data
Collection Stage of ‘Annual Assessment’. The Annual Assessment must include updating both the head of
household’s record and any other family members at the same time.”

In our efforts to improve our data quality, we highly encourage HMIS end user to log an annual assessment 15
days prior or 15 days after the anniversary of the project start date instead of the 60-day window mentioned
above. This is to avoid confusion with months that are 31 days long and could negatively impact our data quality if
end-users do not log the annual assessment 30 days prior or 30 days after the anniversary of the project start date.

1. Toidentify the issue, click on the “Clients” icon on the blue left-side menu, find your client, and when you
are in the client’s dashboard click on “Common Client Assessments” as shown below.

1/31/2023 DV ClientTrack User Manual 41


https://files.hudexchange.info/resources/documents/FY-2022-HMIS-Data-Standards-Manual.pdf

1/31/2023

Toad Search < Client Dashboard

Chiawy Bear
10/19/2014

(I Client Dashboard 466'32'?282

Q Find Client

3 Intake

Chewy Bear’s Dashboard

13 COVID-19 Intake Chewy Bear's Information

F COVID-19 Vaccine Intake

Name
» O cClient Profile
Gender
I » O Commeon Client Assessments I
> O Other Assessments Ethnicity

» O Client Enroliment and Client
Services

A drop-down menu will appear. Click on “Master Assessments”.

Q, search < Client Da

lf',hl"w-,' Bear rity Numibe
(I1] Client Dashboard 10/19/2014 466-32-7282
Q Fervd Chent

Chewy Bear's Dashboard

13 Intake

Chewy Bear's Information

MName
» O cChient Profile
Gender
v [ Commaon Client Assessments
3 Master Assessments Ethnicity

O Domestic Violence
[ Barriers

D Education - Adult
|2 Education - Child

Chewy's Enroliments

IHCDA

1048319 o 8 U

Bexar. Chawy Birth Date

Male

Non-Hispanic,/Non-Latin{a)(o)(x) Race
' Q@
1048319 ‘
Bear, Chewy Birth Date
Male
MHon=Hispanic/Mon-Latin{a){o)(=) Race

Locate the annual assessment (it says “Annual” under the Type column) and click on the three dots next to

it.

DV ClientTrack User Manual
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Q search ¢ ,
Chowy Boar 4
(I Chent Dashboard wwizow  466-32-7282 1048319
Q Find Client Master Assessments
T3 ntak
3 Cf ) tak |l lest Mas ha ) ~ reated ) len ase HMIS workh o r
F cono o
O
> O Client Profi Dste 1! Program Type Assessce
v O Common Client Assessments B 1W23/2022 My Fake Organization CoC RRH (RRH-RE) Annual | Dandella Jordan Gonzales
O Master Assessmonts
"0&/2022 My Fake Orgarization Coordinated Entry (Ra) Entry Daniolia Jortan Gonzales
=l
- o= W/04/2022 My Faka Organization CoC RRH (RRW-RE) Ext Daniofta Jordan Gonzales
Gs {
2 Esucation - Adult il 09/06/2022 My Fake Orgarszation Coordinated Entry (R1a) Ext Loxi Wood

4. Choose “View Related Enroliment or Applications” from the drop-down list.

Q search <

Chowy Boar

(D Ciient Dashboard om0 466-32-7282 1048319

Q B 94

Q Fina Client Master Assessments
T3 Intak
T3 COVID-19 intake Below ks a lst of Master Assessments that have been created for this clien!. Please use the HMIS workflow
? & 9V I ik
> 0O Cuent Profile Date I} Program Type Assessor
vD« non Nl Assossmeont ° 1/23/2022 My Fake Organization CoC RRH (RRH-RE) Anevual Daniella Jordan
ated Entry (1a) Entry Daniella Jordan
| B 0l
o H (RRH-RSB) Exit Daniella Jordan
™y Barr

5. If the annual assessment has been completed by filling out the guidelines listed in the HMIS User Manual,
then the annual assessment will be attached to the appropriate enrollment as shown below.

Q, Ssarch < f
(0 Clent Daahboa 4466-32-7282 1048319 - o
Q, Find (ot Assessment Links
Bl int
19 Iyt ake Balow are the reconds wnded which thes adsetsment has been lnked. The Nype of record and Assesament ink type can be us
ther records
1 result found
» O3 Choni P
— Assessment Type Record Type Link Descrption
Anrwual Ervoirment My Fake Organization CoC RRH [REH-RE)
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6. If thisis not the case, then you will not see this and you will need to correct the annual assessment, only if
it is within the 60-day window of the project start date. If you can correct this issue, please complete an
“Annual Assessment” by following the directions in the next section of this manual “Add New Annual
Assessment”

7. If you are attempting to enter an annual assessment outside the 60-day window mandate from HUD,
meaning, 30 days prior or 30 days after the anniversary of the Project Start Date, then you will get a
warning message that reads “The assessment data is out of the 60-day window of the annual
assessment, Gummy Bear’s Anniversary date is 11/23. Setting an anniversary outside the 60-day
window may cause data quality and reporting errors” as shown below.

- ‘ oo

Assessment For > na N4 QT4 a
512-98-0478 048318

Enroliment :
(1263) Universal Data Assessment
“
/
@ Areusl Assessmerty

ADD NEW ANNUAL ASSESSMENT

First, you need to know that, according to the 2022 HMIS Data Standards on page 15, “— Data elements required
for collection at annual assessment must be entered with an Information Date of no more than 30 days before or
after the anniversary of the head of household’s Project Start Date, regardless of the date of the most recent
‘update’ or any other ‘annual assessment’. Information must be accurate as of the Information Date. The data
collection stage may not be inferred from the Information Date, although the field must have an Information Date
recorded with it. To be considered reportable to HUD as an annual assessment, data must be stored with a Data
Collection Stage of ‘Annual Assessment’. The Annual Assessment must include updating both the head of
household’s record and any other family members at the same time.”

In our efforts to improve our data quality, we highly encourage HMIS end user to log an annual assessment 15
days prior or 15 days after the anniversary of the project start date instead of the 60-day window mentioned
above. This is to avoid confusion with months that are 31 days long and could negatively impact our data quality if
end-users do not log the annual assessment 30 days prior or 30 days after the anniversary of the project start date

1. From the Client’s Dashboard screen, click on the three dots (action icon) located to the left of the
enrollment you are adding the annual assessment to.
2. Next, select “Update/Annual Assessment”.
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Enrolliment
Description Case Members Project Start Date |2

~ Active
» PH - Rapid Re-Housing

My Fake Organization CoC RRH (RRH-RE8) 1 11172021

Add Household Membear

12k View Case Members

¢ Exit the Enrcllmant

& Edit Enrollment

. Edit Project Entry Workflow

! Rewview Entry Assesaments
"D Update/annual Assessment
3. The “HUD Program Enrollment” screen will display. Select “No Changes” in the bottom right corner of

the screen.
4. Next, is the “Type of Assessment” screen where you will select “New Annual Assessment”

i 1 oEM42022

spaCo Pos Snraal HEcunty M w0
arzmsvee  PPT-77-4428 1048322

Assessment For
Enrolimant ]
1243)

Type of Assessment

5. Complete the “Universal Data Assessment” then select “Save”

e

BIEOSVOEE FPT=F7=-4828 1048322

Universal Dota assessment =
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6. Complete the “Income and Sources, Non-Cash Benefits” assessment then select “Save and Close”

mowe 977774428 1048322
Income and Sources, Non-Cash Benefits g

c——n

7. To finish the “Annual Assessment” click the “Finish” box as seen below

Marea P

RssessmentFor oo momae 4RI

Enrolimant '
[1263)

You're donel

Bl requinéd shisps Furee Bédn compieted

8. You will now see the “Annual Assessment” reflected under “Common Client Assessments”/” Master
Assessments” on the Client’s Dashboard.
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TT-T7-4428 1048322
Master Assessments i

WIN/3032 by Fain €

Dake 11 Pregram Tpe Ammne = Anwea

- Do Wy Fake Drganization £ [E5-AE] Entry Lipn o

LR oy Fake Drgeneation Col BRH [RigH- 58]

After completing all the updated assessments for the head of household, you will be prompted through the
assessments for all enrolled household members. The adult assessments will look like the head of household’s
assessments. The Update/Annual Assessment will look differently for children.

PROGRAM DISCHARGE

When a client has transitioned from your project or is no longer receiving services for any reason, you will
discharge the client from your program in ClientTrack with the following steps:

e Goto the client record.

e Onthe Client’s Dashboard, click on the three dots (action icon) beside your project enrollment. Select
“Exit the Enrollment” in the drop-down list and complete the information for the Exit workflow and save
as you go.

Marco's Enrcllments

Project Housing Project Enrall
Enroiiment Case Start Date Mowve-Iin  Exit Assassment Asse
Diwmcri ption Fambars 1z Dot Diates 1 I [=]
W Bt
¢ Emeergenoy Sheelter
My Fakes 1 DEMAF2022 1971892
Add Household Mambar
v
Edit Project Entry Workflow
o N Ei 3 jire Fbry Wi 3 s
il Raoview Entry Assessmants
D Updatesannual Assossmmaent

e On the first screen of the exit workflow, you will be asked for the “Exit Date,” “Destination,” “Exit
Reason,” and whether to “End Case Assignment.” Please note that all fields with an asterisk * are
required.

e Complete all assessments for the Exit workflow then click “Finish” to complete the workflow.
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HLUD Frogramnm
Exit

B S e - Ersroibreent Exit

HMIS UNIVERSAL DATA ASSESSMENT FOR EXIT WORKFLOW

Complete the required information and click “Save” to continue. NOTE: If the client’s information has not changed

during the enrollment period, you may click on the “Default Client’s Last Assessment” button which will populate
the fields with the most recent client assessment information.

Marco Poic v N
B8, 19T TIT-TT-4428 1048522
Universal Data Assessment e

e o] L=}

Program By Fake Dingamratom £S5 (E5-RE] -
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HMIS BARRIERS ASSESSMENT FOR EXIT WORKFLOW

You will be required to complete the HMIS Barriers Assessment at exit. The built-in logic may create additional
required fields. Select a barrier by clicking on the box beside it if a barrier is present at exit. If the client has no
barriers, click on “Save & Close” in the lower right-hand corner.

W FPP-77-4428 1048322 .
Barriers ¢ @
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INCOME AND SOURCES NON-CASH BENEFITS ASSESSMENT FOR EXIT WORKFLOW

Complete the Financial information for the head of household at exit and document any changes to the household
income. Be sure to scroll down to complete Non-Cash Benefits and click “Save and Close” when finished.

wasees  777-77-4428 1048322 Y2
Income and Sources, Non-Cash Benefits ®

1 ety Frcomm ron-<ash berws sred magere

Detault Last Assesament
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Aestict to MOU/nfaRelease ¥
Restrict to MOU/InfoRelease *

Aestrict to MOU/InfoRelease »

Earned Income — Employment income

Private Disability Insurance

Unemployment Insurance — Unemployment benefits from the State

Worker’s Compensation — Income for an individual who has been injured on the job

Pension from Former Job — Income from a private employer or military retirement pay
Supplemental Security Income — A federal program providing additional income for older and
disabled individuals with little to no income stream

Social Security Disability Income — A monthly compensation to individuals who can no longer work
due to their medical conditions

Retirement Income from Social Security— Income payment provided by government for individuals
who qualify

Alimony or other spousal support — Income received for spousal/partner support

Veteran’s Disability Payment — A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty

Veteran’s Pension — a benefit paid to a veteran by the Veteran’s Administration upon retirement
Temporary Assistance for Needy Families (TANF)

Child Support — Income received from one parent to another to care for children

Other Income — Any income not previously listed.
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MNon-Cash Benefits

Ty -

Food Stamps/Money for food on benefits cand T Restnct o MOUInfo

& Save and Closs

Supplemental Nutrition Assistance Program (SNAP) (Food Stamps) — Monthly payments issued by the
government to persons with low income that can be redeemed for food at stores.

Special Supplemental Nutrition Program for Women, Infants and Children (WIC) — A program geared
toward supplying nutritional food for at risk pregnant women and their families.

TANF Child Care Services — Childcare funding assistance

TANF Transportation Services — Transportation funding assistance

Other TANF Funded Services

Other Source — Any source not previously listed above.

Assessment. Remember that all fields with an asterisk * are required. The “Default Client’s Last Assessment” will

populate information from the previous assessment completed and is helpful if the client’s information has not
changed. Click “Save” when finished.

HMIS UNIVERSAL DATA ASSESSMENT FOR CHILD AT EXIT

Complete the required information on the HMIS Universal Data Assessment at exit for the child and click “Save” to
continue.

HUD Program

Exit

" Fds-BT-PRTD I0ABZTAT

Universal Data Assessmant

I Ball Adda i s
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HMIS BARRIERS ASSESSMENT FOR CHILD AT EXIT

Complete the Barriers Assessment for the child at exit. If no barriers are reported, click “Save & Close” to continue
in the workflow.

23&H-B7-98TF 1048547
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COMPLETING THE EXIT WORKFLOW

When you have completed all exit assessment for all household members, you will be asked to finish the exit
workflow. Click “Finish” to complete the discharge for your clients.

HUDProgram o . .me  777-77-4428 1048322 "
Exit

You're done!

Al required steps have been completed

You will then return to the client dashboard where you can see the project exit dates now as see below. If you have
also selected “End Case Assignment” on the exit workflow, you will see that your status has changed to “Inactive”
on the client dashboard under “Case Manager Assignments.” If you forgot to click on the box beside “End Case
Assignment” during the exit workflow, you can click on the little pencil beside your name under “Case Manager
Assignments” to edit your status to “Inactive” to remove the discharged client from your case load.
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BASIC REPORTS

SERVICE SUMMARY REPORT

The Service Summary Report is a report of the services your agency has provided for clients enrolled in a specific
program. You can run a Service Summary Report a variety of ways to extract specific service information from client
records, for example services rendered in the month of December or Case Management Services provided for the
year, etc. Most often the Service Summary Report is used to submit for reimbursement.

To Run a Service Summary Report:

[
e Click on the “Reports” icon found in the left-hand menu.

Q, Search

(IOI0 Dashboard
4l Quick Services - Multiple Clients
Recent

Files on Server

> $9¢ My ClientTrack
> [0 Project Descriptors

> og Global Administration
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e  Click on the “Service Reports” feature found in the menu on the left-hand side of the screen
e  Click on the “Service Summary” option that appears first in the list of “Service Reports.”

Q, Search

mmmmmmulm'
)

e Set up your report parameters by: (Please note that all fields with an asterisk * are required fields)

o Complete the date range — There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date, and the second date box is the ending date, for example, 01/01/2016 and
12/31/2016. This will give you all the clients in your program for the entire year of 2016.

o Filter by “Programs” — Select the “Program” you want to run a Service Summary for by clicking
on the name in the box. A green check mark should appear to show that you have successfully
selected a program. You can run multiple programs on the same report. Simply select more than
one “Program” by clicking on the name in the box. Again, you will see the green check mark to
indicate you have selected it. To deselect a program, simply click on it again and you will see the
green check mark disappear.

o Filter by Services, User(s), Housing Status, Results by Age, State(s), Counties, Zip Code(s) and
more — Select a variety of parameters to extract more specific service data from clients your
organization has served. Most of these selections will allow you to select more than one option in
the box. Again, simply click on the option in the box and a green check mark will appear. To
deselect an option, click on it again and you will see the green check mark disappear.

o Click on the “Report” button found in the bottom right-hand corner of the screen. You should see
your Service Summary Report pop up in a new window within seconds. You can export your
report to a pdf file for email transmission or record-keeping by clicking on the pdf icon in the
upper right-hand corner of the report window.
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ANNUAL PERFORMANCE REPORT (APR) OR CONSOLIDATED ANNUAL PERFORMANCE AND
EVALUATION REPORT (CAPER)

The APR is a comprehensive report of your program — who you served and how you served them. It is
recommended that you run an APR often throughout the year to track missing data so that your report is complete
when it is time for the annual submission. Here are quick steps to running the report and cleaning up missing data.

To Run an APR or CAPER:

1. Login under “2020 HMIS User” and click on the file icon on the left-hand side menu as shown below to
access the “Reports”.
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Daniella Jordan Gonzales

e
‘4

= 2020 HMIS User
My Fake Organization

le Clients Welcome Daniella Jordan Gonzales]

HMIS News
COVID-19 Vaccine Assessment is LIVE!

Hello HMIS end users.

The HMIS team is very excited to announce the implemet

ClientTrack system. In this assessment. you can track the

2. Oncein the “Reports” workspace, click HMIS Exports from the white left-hand side menu as shown below.
Make sure the white left-side menu is expanded by clicking on the back arrow at the top. A drop-down
menu will appear. Select “CSV APR -2023"” or “CSV CAPER - 2023"” as shown below.

Q, Search <

' ata E
(*) Data Explorer

*= Files on Server

> O By NMame Lists

~ [ HMIS Exports
B APR/CAPER Review
. CSVAPR-FY2023

E: CSVCAPER - FY2023

t-.' CSV CE APR - FY2023

3. Set up your report parameters by: (Please note that all fields with an asterisk * are required fields)

1/31/2023

a.

Complete the date range — There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date, and the second date box is the ending date, for example, 01/01/2016 and
12/31/2016. This will give you all the clients in your program for the entire year of 2016.
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Leave the “Grant Program” and “Grant(s)” section blank. Select the “Project Type” and “Project (Name)” for the
export. Also select “Generate Validation File” by clicking on the checkbox. A check mark should appear when this
option is selected successfully
b. Select the “Project Type”- Select a project type with the drop-down list that appears. You may
only select one “Project Type” at a time. Please note that Project Type and Program must be
selected to populate the final measurement on Q.36 of the report. You can run your report
without selecting “Project Type” and “Program,” but the measurement on the last page will not
populate data.

Grant Program

c. Filter by “Program(s)” - Click on the name in the box and a green check mark will appear to show
that you have successfully selected it. Multiple programs can be selected here as well like the
“Grant” parameter. You can deselect a program by clicking on it again and the green check mark
will disappear.
d. Validation File — Click on “Generate Validation File” to enable you to export and drill down the
date
4. Click on “Run Export” in the bottom right-hand corner to begin the data export for your program.
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Accessing Export Files and Report Preparation

5. An “Export Encryption” window will appear where you set the “Password” to protect the files. Enter a
password and click “Done” to continue with the export

Export Encryption { 2 |

If youw encrypt the export. the generated exports will be ripped and encrypted using 2546 bit AES
encryption that can only be decrypted using the passwond you provide. Strong passwornds are not
enforced here. but the password you prowvide must be at least 8 characters long.

If you choose to not o encrypt your export. the file exported may contain person identifying
imformation in plain text. All appropriate cautions should e exercised to ensure the protection of
this information.

Indicate if the exported file(s) shouwld include a header line at the beginning of the file that indicates
wihat each of the values in the CSV file represent and if valwes in the CSW shouwld alfways be enclosed
im double-quotes.

Encrypt Export:
Password:*  seseceees
Confirm Password: ®  csceseees

Include Heafler Row in CSWY File(s):

Alwrays Quote TSV Values(s):

Dome
6. A pop-up will appear “Your export has been queued and will be processed at the next available time.”
Click “OK”

clisnttrack.eccowvia.corm says

Your export has been queued and will be processed at the mext

available time.

7. NOTE: It takes approximately 20 — 30 minutes for the report to load. To check the status of your report,
click “Files on Server”.

= Files on Server Files on Server

» [ By Nama Lists

Displaryed Dotow Is 2 list of tne Sles avislabile for you 1o Sownload. Fles with an expration date wil be anatically removed on the date

» 3 HMs Exponts spocibed ck 2 o to cownload A To remove the Sle, click the delete ink. Once deleted. the e will no longer be avallable for downioad
by arty Usi B0 will A0t De ovallatie for processing If used in an impont
» [ HMIS Reports
Veaw bf Aty g mport Lotk
» O Acministrative Reports
» O Coent Reperts Croated Expires
» [ Ercolwent Reports HMIS APR_CAPER 2023 Valdation 2023012155054 _TaskiD 186580 .0xe Lon Weod s
VW25 350 V22024 350 M
y 3 Retoreal Report
0 ¢ A MMIS CAPER 2023 Export 2023012754905 _ TaskiD_ 156380 000 Lon Woed §
? 3 Service Reports V22/2023 3:49 PM V2772024 349 PM
y [ Other Reports
HMIS APR_CAPER 2022 Pro-Load . 2025027153819 _ TaskiD 156579 0xe Lon Weed §
V22023 538 M VZN2024 338 PM
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o

The report is ready once three separate files are displayed as indicated in the screenshot below. The
following files will appear on the “Files on Server” screen once your report is ready.

a. For CAPERs:
e HMIS APR CAPER 2023 Validation file
e HMIS CAPER 2023 Export file
e HMIS APR CAPER 2023 Pre-Load file

9. Next, click anywhere on “HMIS APR 2023 Export” file if running an APR as shown in the image below.

CAPER: You will download, compress, and upload the “HMIS CAPER 2023 Export” file to SAGE.

APR: You will download, compress, and upload the “HMIS APR 2023 Export” file to SAGE.

Files on Server

Displayed Dalow is a list of the Slos available for you 10 downboad. Fikes with an expiration date will be autormatically remowed on e date
specied. Click a file to download it To remowve Use Ble, clhck the debebe lnk. Dnce delebed, the file will e lomnger be available for downdoad

By’ &y LSed and will not e avaslable for processing if used in an maort

Vi e status of export or import tasks
Created Expires
HMIS APR_CAPER 20235 Valsdoton 20230127 1S5054 _ ToskiD _ 15638 Lame Lo Whouea -
VW2T/2023 550 PM VI 2024 350 P
HMIS CAPER 201X Export 20230M12TISAR0E_ TaskiD _ 156580 w0 Lo Wioos -
VIZTI202Z3 I4% P VIEZTI 2024 3-47 PM
HMIS APR_CAPER 2022 Pré- Load 202302 TS89 _ ToaklD _ 15857 ame Lo Wood ™
WET202ZE 538 PM WIETAZ024 558 PM

10. After clicking on “HMIS APR 2023 Export” file, your screen will display the window shown below. The
downloaded file is now visible in the lower left corner of the screen. Right click on the file and select
“Open or Open when done” as shown below.

Downiloading HMIS CAFPER 2023
Export 2022012754903 _TaskiD_ 154380 exe

Wi nave - prompt. B o mee o
NN thon Bar. you may Maeed Bo Clok FE Do alhow BN oo o you

ca try (CEEInD o)

This window will automatically close n 13 seconds. Cancal
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IE rows o Serves Files on Sarver
"t AWt
-
. P . & "
- -
. yEyTe— . 3
-
A hmis caper 2023 e...exe ~ he al >

11. You may receive the message below. Please click on “More info”

) Windows protected your PC
Files on Serv

Dizsplayed balo & aule
download it. To p for do

wsed in an irmp

View the status

HMIS APR_
Validation _ 3

HMIS APR 20

HMIS APR_
Load 2022

12. Next, click the “Run anyway” option as seen below
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i Windows protected your PC
Files on Serv

Displayed belo
download it, To

used in an iimpqg

View the status

HMIS APR_
Validation_

HMIS APR 20

HMIS APR
Load_2022

13. Enter the password you created during Step 4 of this guide, click the check box “l assume responsibility
for the security of the extracted file(s)”, then select “Extract”

. - .- N B R O R R R A e A i A

3o Extract Encrypted Filels)

)
A ClientTrack

rvue: the password 1o extract the file(s)

AR ¢ o ey y
they may comam personally sdentdying information in plamn text. All appropriate cautions thould be exercised 1o enture the
continued protection of this information. Dats Systerms emational (DS is not responsible or the protection, ule, Of Mmsuse of
the information contaned withun the file(s). By checking the following bos, you scknowledge that you will assume the full
responubility of ensunng the securnty of the fde(s) and any data contamaed withun, including the responsibility of properly deleting
thas dats once it i no longer needed. Users of this extraction tool sthould consult their employer s policies, procedures, and
apphcable local Mate, and federal laws govermning the protection of personally identifying information for additional guidance

l EA 1 assume responsibility for the security of the extracted file(s) l

Enter or select the directory to extract to

CAUsers\Djordam\Downloads

B View files after extracting

If the file(s) already exist | SETRRITSRTTTID,

sncw Comall ] conee

14. The files will download to your computer as seen below.
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15. Click on the first “Q” file and hold down the shift key while using your “arrow down” key to highlight all
the “Q” labeled report files. Next, right click and select the “Send to” “Compressed (zipped) folder”

1) o+ WUsers » LWood » Downloads

tlarne Oate moditiod Type Gearm

L D PCEOSOI S G O " -
o Q2sc TISAS20X) 1154 AN PMicrosoft Excel Com... 3 xn
) Qe TI/N/2031 t154 AN Microsoft Excel Com... B
o0 Q2% VI/SA2021 3104 AM P osoft Excml Cowm. 1 x.
=5 azen 11242021 1134 AN Microsoft E»cel Com. . 1xm
& Qe 11372021 1B Am Micrnsoft Excel Com.. 1 a0
@ Q2ze VIZB/2021 V1R AR PMisrosntt Excel Casy.. 1 e
a5 axn T/ 32031 ) 134 AP Alcrosaft Eecol Com.. 1 em
3@:-: TI/B/202) 11:33 AN PMicrosoft Excel Com.. 1 .m
Qran TI/R/2000 )V 1iBe AN Picrosomt Excnl Com .. 1 xm
2 ars M osoft Excal Coeny. 250
- Q20 Microzoft Cecel Com.. 1 xn
& Qrder Picrosoft Excel Cormn.. 1 e
o ares Micrisoft Eucnl Com.,. 10
=3 Qilar Microsott Excel Com. 1XB
35 Qe Microsoft Excel Com.. 1 em
@ aioe AN r et Encel Corn... Y Em
o0 an Microsoft Csceal Cowy... 1 xE
‘3 Qize Microsoft Excal Como. 1 Ko
@5 ae Micrmeoft Excel Corm.. L
Qe L e > e Midrosof Excel Com.. 1 En
5 Q10a Send 1o > Blustooth device
g g:: Cur impm‘-od uu’:od) u:a
a3 e ’S."Z = SPT Docurments
o Qo Create shodour B via RigheFas o
o aer Oelete : ] SenAc
ol are Mename o
BT L Malt ceciplant
53 Gea Properties Apple Phone
o5 Qee YA s A P02 shared O\statein us\file IVMCDA) (F)
a9 s L 1/572021 public ONstate inus\file N4C DAL shared) (G
o Qte T1/8r 2021 RightFax O\stateinus\file I\MHCOA) (20
&5 ase TR oaof Eacel Com. e
‘BQS. Plicrosoft Cacel Com. 1 X
ﬂ Qe Miciosoft Excel Com... 1 xn

16. The “zipped” folder will appear on your screen. Enter the name of your report for the “zipped” folder.
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17. Next, delete the individual “Q” files still showing in the “download” files on your computer. You only need

to keep the “zipped” folder for upload to SAGE.

APR/CAPER REVIEW TOOL
1. Please use the “APR/CAPER Review” tool for identifying errors on the APR and/or

CAPER

2. To use the “APR/CAPER Review”:

a. Runthe “APR/CAPER” report using the “APR/CAPER Export Quick Reference Guide”
b. Verify that your APR or CAPER has three separate files displayed by selecting the “Files on

Server” icon that looks like a checklist, as shown in the image below. The three required files

are:

1/31/2023

HMIS APR CAPER 2022 Validation

HMIS CAPER 2022 Export

HMIS APR CAPER 2022 Pre-Load
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WES APS_CAPER 2022 Valaaton 200210494942 _ TashiD_ 154555 enn A : VA0 4 P W05 AWM [}
OO A0 2022 Eapart 2022104% 0843 Tasi0 03554 axe » v Oory A0 4% M VAS202S 390 P .
HaS APR_ CAPIR 2002 Pre-Load 020400424, Lea i B4  ene » L g TLAII0T2 .04 MM V2023 404 M 1 ]

3. Once the three files are displayed on your screen, go to the “Report” icon that looks like a document,
right above the “star” icon on the left-side blue menu as shown in the image below.

4. Select “HMIS Exports”, which is the second file icon on the left-side white menu
located in the menu on the left side of the screen.

5. Next, select “APR/CAPER Review” (located below the “HMIS Exports” tab), this is the first option.

Q Search < R ChentTrack Form

(%) Data Explorer
s= Files on Server APR / CAPER - Runs

Annual Performance Report (CoC APR), Consolidated Annual Perform

v N 2] «
> O3 By Name Lists be available for the user that requested the report to be exported

Report Type: -- SE
APR / CAPER Review
B+ CSVAPR - FY2020
B+ CSVCAPER - FY2020
Export
B CSVAPR - 2022 Run Standard Asyncronous Report Run
#ll Version TaskID Date Begin Da

B+ CSVCEAPR - 2022
Vv CoC APR

B+ CSVCAPER - 2022
6. Next, click on the “three dots” to the left of the file as indicated in the below screenshot, then, click
“View 2022 Report”
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Hor Search < CliontTrack F
S) Dasta Explorer -9
TR APR / CAPER - Runs

> O 8y Namw Lists

Annual Performance Reporet ( > APR), Consolidiated Annual Performance and Evaluation Report

v [ HMIS Exports be available for the user that r ted the report to be exportad
‘ APR / CAPER Roview Report Type -~ SELECT -
Bs CSVAPR - FY2020
2 uits na
B CSVCAPER - FY2020
B. csvaPr - 2022 Export
I — — Run Standard Asyncronous Report Run Orill Dos
B CSVCEAPR-2022 #11  Version TaskiD Date BeginDate EndDate  ©
B+ CSVCAPER - 2022 v CoCAPR
Bs cSvExport 2020
Avadabil
&) HUD XML Export for the
user the
B. cs 2022 1/04/2022 ,
1/04 1 M report
11:04AM /04/202 04/2022 epor
Bs SSVF Export - CSV 2022 B View 2022 Report tags
request
B+ RHY Export - C5V 2022 oy

7. A PDF of the APR/CAPER will display on the screen. Scroll down to view each of the
“Q#’s” (questions) in the report.

8. Identify all data points with error rates greater than 5% in the “Percent of Error Rate” column. In the
screenshot below, all the error rates are 0%. However, if the error rate was greater than 0%, you
would see it as well as the count of people triggering that error, which will appear as an underlined

number.
Q > : Clartiiacs for  APR 2022 - Formatted Output - = B8
«1 > QO @2 B. & v = B @
&
Q6a - Data Quality: Personally idensifiable Information
= APR / CAPER - Rur Chena
Doesny Informanon Percent of
Data Elerrant Missing Deota tssues Tote Esroe
ol Annual Performance Re Rofused nd bela
o requestod the report to Name (3.01) 0 o ) 0 0.00%
Socal Securty v
. | 00%
3 Number (3 02) g ° Y 9 >
(e Date of Bath (3 03) o 0 0 0 000%
o Race (3.04) o [+] 0 0.00%
Ethrecty (3.05) 0 0 0 000
~
— Run  Stand Gender (306) 0 0 0 0.00%
| ol Vers Ovorall Score 0 0.00%
o v CoCAPR Qb - Data Quality: Universal Data Elements
o Data Elorment Ertor Count Percont of Error Rate HMIS AT
Status 2104%
o — 1379 2 Vieteran Status (3 7) 0 0.00% st
Progect Entry Date (3 10) 0 0.00%
Reiat 10 Hoad of Mousehoid i
3.15) HMIS A
Chant Location (3. 1 11041
T e , L (3.16) 0 0.00% ’1; ?10:
Disabiing Condtion (3.8) 0 0.00% 2
ation_3
Q6c - Data Quality: Income and Houaing Data Quality
Data Elomant Error Count Peccant of Eror Rate
Destnaton (3 12) 0 000%
i~ s LA ah St a P

9. Todrill down to client level data, click on the “Q#” you need to review.
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Click on “Q6b — Data Quality: Universal Data Elements” on the PDF OR you can also click on any of the
underlined numbers displayed in the report which will open a new PDF which displays the client information.

k¥ APR 2022 - Formatted Output - = B8
oty O ]. & | = B @
APR / CAPER - Rur
Qfa - Report Validations Table
Ladel ¥
Annual Performance Re Total Number of Persons Served
requested the report to
e dote Number of adults (age 18 or over)
Number of chidron (under age 18)
Number of parsons with Unicnown Age (1]
Number of leavers 1
Number of adult loavers . |
Nurmber of adult and head of household 1
Run Stand loavers =
L
#ia Vers Total Number of Stayers 0
v CoC APR Number of Adult Stayers 0
Number of Velerans 1
Numnber of Chronically Momeless 0
- 1379 2C Parsons
Number of youth under age 25 ]
Number of parentng youth under age 25 0
with chécron
. 1378 2¢ Number of Adult Heads of Household 1
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10. An additional PDF will appear on the screen
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! Vers ” Progectis) My Faice Organtnaton HOMAURPSH 28
Numter of
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v CoCAPR
» Tota Nurnber of Pocsons Served
PR 4 "; BLesver -
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Nurrter ClontTrack™ Regorts Page 1ol t 1142002 15 04 AM

11. You can now click on the “Client ID#” which will take you directly to the Client’s Dashboard, as
shown in the screenshot above.
12. To minimize the PDFs on your screen, select the “minimize” option on the PDF. The PDF will move to the
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“Minimized Windows” option located below the star icon on the left of your screen on the blue menu.
a. Toreopen the “Hidden” PDFs, click on the “Minimized Windows” icon and select the
report(s) you want to expand from the pop-up window.

Q > Beperts / ClontTenck Form
® 19}
=  APR/CAPER - Runs
= Annual Performance Report (CoC APR). C ldated Ancvual Purf and Evahuation Report (ESO CAPER) viewsbde roports can be found below. Del
(] requested the report to be exportod.
o Roport Type: - SELECT -~ -
o
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(=]
o Export Ropert
Run  Standard  Asyncronous  Report Run Roquested

o =il Version  Taski0 Date Begin Date  End Date OriDown @ By Flles
=] v CoC APR
(0] Avatabio for Pre-Loac: HMIS APR_C/

=4 1/04/2022 e user the Load, 20221004%0424,
= o 022 o 11044M WOA/2021, WONI0RZ oot wes Sordn Export_. 2022110416202

requested by 2022 Vasdation_20221

13. You will then be able to see a fly out window that says, “Minimized Windows” and a list of your
minimized windows that you can click to make them pop-out again

Report Viewer x

Report Viewer x

APR 2022 - Formatted Output X

14. Next, make the necessary corrections/updates to the client’s record.

15. Repeat the above steps for all data points with error rates greater than 5%.

16. The final step is to run a new APR or CAPER to ensure the errors rates are reduced following the
corrections/updates made to the client records.

COVID-19 VACCINE ASSESSMENT
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ClientTrack has created an assessment for communities to collect data related to COVID-19 vaccinations.
Communities should enter data related to client vaccination status, dates of vaccinations, manufacturer of vaccine,
and information on why some clients may opt out of receiving the vaccine.

1. To add a vaccine assessment to a client record, go to an existing client record under the “Other
Assessments” menu and click on “COVID-19 Vaccines”. Then select “New Vaccine Assessment”
in the upper right-hand corner to create a new record.

Q S o

COND- 1 Vaccine Asssements ®

: _E
A Dt — St 4 Tt S O o ST Wit St Bk G S OF St S T St S Sl

P T ~

2. Follow the provided prompts to enter the requested information (date of immunization, manufacture,
administration site, etc.). Menus will drop down to enter information for the 2" dose as well as booster
shots if those options are selected.

Q Search . @ -

Q 1048334

COVID-19 Vaccine Assessmeant I

I OOV W Ve

3. Once all information is entered, click “Save” to complete the Vaccine Assessment.
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